APPLICATION FOR RECORDS RETENTION SCHEDULE |, OFFiCE.OF THE SECRETARY OF STATE |

RECDRDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form, Forward signed original to
Department of Archives and Hlstory, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section,

FOR AGENCY USE 1. Agency Address : ' _FOR RECORDS MANAGEMENT USE

Application Date - | Department of Educatlon Application Number —
Office of Vocational Education 8 - \36

- o State Planning and Operations Division

lic . A
App icatuon Number State Office Buil dlng D;-tE gec;v;d 1381 lii_)aEteB Ct??‘r'rl$leflegc181
- Atlanta, Georgia 30334 o ] o
2. Person to Contact ~ ' Working Title - Telephone Number
| Victor Levy ___State Budgeting and Fiscal Control Coordinator  656-3435
3. Action Requested
a. [ Establish Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.
c. [0 Amend Application No. Check One: 1 Change; [ Supercede; O Void
a. Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earliest - Latest : ‘
1978 | To Date VEDS (Vocational Education Data System) Report Files
6. Division aqd Office Function What is the function of the Division and the Office in which this record series is created?

The Coordinator of State Budgeting and Fiscal Control is responsible for coordinating the
preparation of the Office of Vocational Education budget, including grants and administratiom
coordinating preparation of the VEDS Report; providing financial and statistical information
for the Annual Vocational State Plan and Accountability Report; and preparing periodic finan-
cial reports on various statistical groups in vocational education such as disadvantaged,
handicapped, etc. The Coordinator also collects Census data, Labor statistics and informatio
from Chambers of Commerce for use in calculating the actual allocation of federal funds to
local school systems.

7.. Record Series Description This file contains the fo!lowmg documents (mclude form numbers and t.'tles if any}

Attach samples of the file.
Documents relating to: collecting, analyzing and compiling vocational statistical data into

the annual VEDS report, required by the National Center for Educational
Included are:  financial and statistical data on enrollménts, c¢ompletions, follow-up and staff

Documents include VEDS Report, VEDS Instruction Manuals, VEDS Report Proof
List, Accounting Reports and related documents.

File is arranged: Chronologically by fiscal year.

Statistics {NCES) for inclusion in its national data and accounting systg

8. I\ioﬁiﬁl} Reference Rate How often are records referred to which are:

One to six monthsold __ 75 ; Seven to twelve monthsold __50____; Thirteen to twenty-four monthsold 1 __;
__twenty-five monthsandolder ..__0 7

9. Annual Rate of Accumulation of Records

Letter-size drawers __1__: Legal-sizedrawers _______; Shelves I : 6ther fspecify)

AR-50-71; Rev.76 ’ _ ) {Over)

cm,



128

YES VHNO 10. Questionnaire  (Place an X" in the proper column) —
. ls this the official copy of the series? ‘ S :
| X_ _ ___If not, where is it? __ . :
b. Does the series contain confidential information requiring security handling? If yes, cfte law or regulation.
X ‘ . _ L S B |
X | .e. Isthisavital record? :
| _i.X d Does this series have historical or long term research value? i e
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
X ___documents be scheduled separatelv?
L X L] £ Isthe mformatlon contained in ries ever ubl: ed? If ves attach copy. _
g. Is the mformatlon contained in thls series ever analyzed and/or recorded ina summarized report?
X _1.__fyes attachcopy,  _ I —
h Is there a duplication of thlS series in your offlce or in another office or ageney? : IV
X __If ves, where? Annual_Report sent to NCES. Washington, D, C.. o i SR
] X _] i._1sthis series for a major portion of it) regularly microfilmed? .
X ji._Does the record serjes result in a computer printout? - . o e
11. Retention Requirements The following requires the series to be kept:
a. State Law years. 4. Audit period ____years.
b. Statute of limitation years. ' e. Administrative need 1_ _years.
c. Federal law 5 _.years. f. Federal retention instructions 5 years.
Attach copy or excert of laws or regulations. Explain administrative need.
12, A;bfoved Disposition Instructions Tms_agenc; r—'ecor_nmends that the file series be cut off at the end of each:
‘ ' [0 Calendar Year; ® Fiscal Year: O Other ... __ ___ _then,
. Annual VEDS Report ‘ _ :
B Hold in the current files area ___monthi{s) 1 wear(s); then
O Transfer to local holding area; hold __________ year{s}; then
O Transfer to State Records Center;hold . _vyear(s); then
O Destroy.
@/ Transfer to State Archives for permanent retention. .
O Other (Specify) '
Remainder of File:
Cut off at end of fiscal year; hold in current files area one (1) year; then transfer
to State Records Center; hold four (4) years; then destroy.
These instructions apply to all prior and future accumutations of the series.
_&‘Ieﬂw\ Head) Desjﬁ\pé (Sﬁature) ] Déte : l:'teoords Manageme_n-t- Officer (Signa-t_ure} ~ Date
7 1. Yate, |
| 2/;3/& Wallews ¥ Bamﬂwu@r% 2.23-%)
o _———, State Records Commlttee /{ngnawre) . Date
RecommendationgAh para- - R ‘.
graph 12 are approved. State Au_ditor/Designee/ l/‘*-—\/lrdéj-—dk : L- 2{-' P I
(If disapproved, attach letter ) ] . j
of explanation.) Secrets State/Designee - -
_ ) A-A6-8]
Attorney General/Designee | ' A A7 A8 VAL . 22728/

AR—-50_71; Rev. 76 {Reverce Side




